SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 08/ 17/ 16 CLCSI NG DATE: 08/24/16 (4:30 PM
SCDC | NTERNAL TI TLE: ADM NI STRATI VE COORD | SCDC POSI TI ON #: 013705

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  RECRUI TI NG & EMPLOYMENT SERVI CES, COLUMBI A ( RI CHLAND)

STATE JOB TI TLE: ADM NI STRATI VE COORD | STATE JOB CLASS: AH10

PAY BAND/ LEVEL: 05 A

BAND: 05 SALARY RANGE $ 032838 - $ 060760 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 032838 - $ 042420 SCEIS POSITION #: 61016687

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA AND RELEVANT EXPERI ENCE | N BUSI NESS
MANAGEMENT, PUBLI C ADM NI STRATI ON, OR ADM NI STRATI VE

SERVI CES OR A BACHELOR S DEGREE MAY BE SUBSTI TUTED FOR

THE REQUI RED WWORK EXPERI ENCE.

(OR AN ACCEPTABLE EQUI VALENCY AS APPROVED BY THE DI VI SI ON OF STATE
HUMAN RESOURCES). A HI GH SCHOOL DI PLOVA AND A M NI MUM OF FI VE (5)
YEARS | N A BUSI NESS MANAGEMENT POSI TION, TWO (2) YEARS OF VH CH ARE
I'N A SUPERVI SORY CAPACI TY.

DESCRI PTI ON OF DUTI ES:

ACT AS THE OFFI CE MANAGER THAT W LL PROVI DE & SUPERVI SE 3

ADM NI STRATI VE SUPPORT STAFF FOR THE RECRUI TI NG AND EMPLOYMENT

SERVI CES BRANCH. ASSI ST | N THE RESEARCH & COORDI NATI ON OF RECRU TI NG
EVENTS TO ACCOWVPLI SH THE RECRUI TI NG NEEDS OF THE AGENCY. THI'S

POSI TION W LL HANDLE ALL RECRUI TI NG AND EMPLOYMENT CORRESPONDENCE
RECEI VED VI A E- MAI L APPROPRI ATELY AND I N A TI MELY MANNER. ACT AS THE
BUSI NESS MANAGER AND W LL BE REQUI RED TO KEY SHOPPI NG CARTS & ENSURE
THAT SUPPLI ES & MATERI ALS ARE AVAI LABLE FOR THE OPERATI ON OF THE
BRANCH. MONI TOR ALL BRANCH COSTS TO ENSURE THAT BUDGET EXPECTATI ONS
ARE NOT EXCEEDED. HANDLE ALL ADVERTI SI NG EFFORTS & ENSURE ACCURATE
PUBLI CATI ON & BI LLI NG ~ RESPONSI BLE FOR PROCESSI NG ALL THI RD PARTY
APPLI CATI ONS, KEYI NG FI NGERPRI NT RESULTS AS REQUI RED BY SCLETA,

HANDLI NG ANY UNCONFI RVED OR PCSI TI ON DRUG SCREENS AND THE KEYI NG OF
ALL PHYSI CAL | NTO THE AUTOVATED SYSTEM

COMVENTS:

SUBM T RESUME WHEN APPLYI NG FOR TH S PCSI TI ON
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